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How to Create a Work Order Bid to Send to DHS – 
Complete Business Process Workflow 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

Start 

Auditor uses NEAT/MHEA application to 

create Work Order Bid using Agency 

assigned Job Number as Client ID 

Auditor selects and saves Work Order Bid in the 

naming format  

Auditor sends Work Order Bid File as an 

attachment to DHS WAP email  

DHS receives WAP Work Order Bid and verifies 

no client address and name in document 

DHS posts work order on website by County, Agency ID 

(12345AA), and Agency Assigned Client ID (Job Number) 

Contractor calls Agency to get address 

Auditor completes Post Audit using the NEAT/MHEA 

application 

End 
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How to Create a Work Order Bid to Send to DHS - 
Details 

Pre-requisites to send a Weatherization Assistant Program (WAP) NEAT/MHEA Work 
Order Bid .PDF file to DHS via an email attachment: 

1. The Weatherization Assistant (NEAT/MNEA) Version 8.5 or above must be 
installed on a desktop or laptop personal computer (PC) and set up per 
instructions from the Weatherization Assistance Program’s 
http://www.waptac.org/sp.asp?mc=techaids_audits website or TVA and ORNL  
training sessions. 

2. When installing the Weatherization Assistant (NEAT/MNEA) Version 8.5 or 
above program, make sure to input the Agency ID as the “Installation ID” shown 
below: 

 

 

3. There must be access on this user PC to an email account that allows the user 
to send and receive email with attachments. The email attachment will be the 
Weatherization Assistant NEAT/MHEA Program Work Order Bid. 

4. The user must be familiar with currently updated virus scanning software 
installed on the user’s PC. Each .PDF file to be emailed to DHS should be 
scanned for viruses prior to attaching the file to an email. 

Steps to create, save, and send a NEAT/MHEA Work Order Bid .PDF file to DHS via an 
email attachment: 

http://www.waptac.org/sp.asp?mc=techaids_audits
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1. Download the free Access Snap Shot file to .PDF file converter available from the 
http://www.bullzip.com/products/pdf/info.php website. Follow the website’s 
instructions for installing the program. Note: this program will allow the user to 
print to a PDF file from the Weatherization Assistant NEAT/MHEA Program. Be 
sure to set the user PC’s “Default Printer” to “Bullzip PDF Printer” when sending 
DHS the “Work Order Bid” described later. If user does not know how to set a 
“Default Printer” for the user PC, then the user should consult the PC’s operation 
manual or a knowledgeable technical person. 

a. When creating the client in the Weatherization Assistant NEAT/MHEA 
Program, make sure that the initial client is identified only by client ID, 
County, and zip code information (Note: the “Client Name” from the “Work 
Order Contact” tab is “NA” below). The Job number is used as the client 
ID is assigned by the Agency when the client application for 
weatherization assistance has been approved by the Agency. This is done 
so that when the user sends DHS the “Work Order Bid” attachment, the 
client is identified only  

 

2. Create the Work Order Bid per the Weatherization Assistant NEAT/MHEA 
Program requirements. Make sure that the “Work Order” number and the Agency 
“Client ID” (Job Number) are the same when entering the “Work Order” number. 

3. In order to create a “Work Order Bid” document, click on the NEAT/MHEA “Work 
Order” button circled in red below: 

http://www.bullzip.com/products/pdf/info.php
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4. At the “Work Order” screen shown below, click on the “Select Report” drop down 
circled in red, and select the “Work Order (Bid Form)” option: 
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5. With “Work Order (Bid Form)” shown in the “Select Report” drop-down list, click 
on the “Snapshot File” button circled in red below: 
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6. The user now sees a “WA Report Work Order (Bid Form)” report as shown 
below. The user should click on the “OK” button. (Note: The “Client Name” is 
“NA”, the “Client ID” (Job Number) from the Agency is “12345AA0001”, and the 
“Alt Client ID” is “Davidson” for the county. The same client information should 
appear in the “WA Report Work Order (Bid Form)” report in the body and footers 
circled in red below: 
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7. At the top of the “WA Report – Work Order (Bid Form)” document shown below, 
the user should click on the “Print” icon circled in red (be sure that the default 
printer is set to “Bullzip PDF Printer” as described in the : 
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8. The user then sees the “Bullzip PDF Printer – Create File” Form, and the user 
should make sure that the “PDF” selection is made in the “Format” drop down list 
shown circled in red below. The user can then select the folder in which the user 
wants to save the .PDF file by clicking on the “…” button next to the “Filename” 
file selector also shown in red below: 
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9. The user must now rename file before saving it to the chosen folder in the Client 
ID format (shown below circled in red) in a folder on the client PC designated for 
emailing PDF attachment files to DHS. The user should then click on the “Save” 
buttons to save the PDF file to the chosen file name and designated folder 
location. 

 

Please Note: In the “Save as:” drop down, the user has chosen to save the 
“12345AA0001.pdf” file to the “DHS PDF Files to Email” folder. Please notice a second 
folder named the “DHS PDF Files to Email Backup Folder”. The user should save the 
“12345AA0001.pdf” file to the “DHS PDF Files to Email” folder, but after the virus scan 
and sending the file as an email attachment to the DHS email address, the user should 
cut-and-paste the “12345AA0001.pdf” file to the “DHS PDF Files to Email Backup 
Folder” or similar folder as backup as an option to serve as an archive of sent files. This 
optional procedure prevents confusion when selecting the current file to be attached to 
an email. 
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10. The file should be saved by the user to the specified folder as shown below in 
Windows Explorer: 
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11. The user must then use the PC’s up-to-date virus scanning software to scan the 
file per the virus scanning help or manual instructions on how to do this. The 
virus scan might be similar to that shown below, but the exact procedures 
depend upon the particular virus scanning software installed on the user 
machine: 
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12. After the user scans the .PDF file for a virus per the virus software instructions, 
the user should send an email to Weatherization_Assist_Program.DHS@tn.gov 
with the subject of the email entered as “Subject: 12345AA0001 Work Order Bid” 
similar to the email shown below (Note: Shown is just an example, and the 
user’s email system may vary). In the body of the email, please put the Client ID, 
the client County, and the Client Zip Code as circled in red below: 
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13. The user should right click on the original .PDF file (named “12345AA0001.pdf” in 
the example above) to see a menu as shown below. On the Windows menu, the 
user should select “Cut” as shown below: 
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14. The user should then right click on the back up folder, and select “Paste” from 
the Windows menu to transfer the .PDF file (named “12345AA0001.pdf” in the 
example above) to the designated folder: 
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15. The .PDF file (named “12345AA0001.pdf” in the example above) will now be 
transferred to the backup folder: 

 

 

16. This completes the process for the user to email a “Work Order Bid” .PDF 
document to the DHS Weatherization staff. The user can now go back and 
update the Client forms so that the Work Order will contain the necessary client 
information to go to the Agency. Also, the user can now reset the user PC default 
printer to whatever is appropriate. However, the next time that the user needs to 
send a PDF file to DHS, the default printer must be set to “Bullzip PDF Printer” 
when sending DHS another “Work Order Bid” file attachment via email. 

 

 

 

 

 

 

 


